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Customer Friendly Simplified Process

What's New in MTO?
» Functions of File and Pay User Role

Learning Series 4 edition on the Functions of the File and Pay user role.

Before continuing, please spend a few minutes becoming familiar with the images used in this Learning Series:

Image Purpose

To indicate a change in process or functionally that is
expected to significantly increase the user
experience

To indicate a reminder or a relevant note within a
text

To indicate a quick tip or faster way of completing an
action

To number steps on screenshots

] To highlight any part of the screenshot, such as a
button

To draw attention to a relevant section of

information/text (not a button)




File and Pay Information:

File and Pay User Role Information - This role allows a user to file, pay, amend, print and view Sales, Use
and Withholding returns.

» Within the File and Pay SUW menu, you can complete the following transactions:
1. File and Pay a SUW Tax Return
2. Amend and Pay Processed SUW Tax Returns
3. View and Print Filed Returns
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File and Pay a Tax Return:

The returns that are required to be filed by the business are displayed on the File and Pay a Tax Return page.
The “Additional Returns” button is also available on this page. This function allows a user to file an additional
monthly/quarterly or annual return, if needed.
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File and Pay a Tax Return
TNE returns tnat are required to e filed Dy this business are displayed Nere. Only one tax retum for each registered saies. use
E withiolding type is required bassd on the businesses flling freguency.

¥ou may make multiple payments within the filing perfod by using the "Other Pay Options" menL.

Reqguired Tax Returns Availlable Actions

~ Fleand Pay SUW

ana Pay a Tax Reum

T FEen RETUrS
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Additional Tax Returns

Croose "addmonal Returns® if the period you wish to file for is not displayed

| Do not seiect "Addinonal REtsMs” o amend a previousty filed return




Amend and Pay Processed Return

Displayed on this page are previously filed and processed sales, use and withholding tax returns. This page
allows the user the ability to view, amend, or make a payment on these returns displayed. The “Additional
Amended Returns” button is also available on this page. This function allows a user to file an additional
monthly/quarterly or annual return, if needed.
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Amend and Pay Processed Returns

Displayed are the sales, use, & withnolding (SUW) tax returns processed for tax year 2015 and forward for this business. You
nave tne aoility to view. amend. or make a payment on the processed returns displayed.

Returns and Amendments Avallable Actions

Mantnly Filings i~ Past 6 Montms ~] ~ File and Pay SUW

and Pay a Tax Return

ana Print Fled Retums.

» Omner Pay Options

Additional Amended Returns

Choose "additional Amended Returns™ to amend a liabliity previously reported for a retum
period. Tne figures reported on the Amended Return will De the new actual Iapility for the
period

ADDITIONAL AMENDED RETURNS.
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View and Print Filed Returns

Returns that have been filed for the business for sales, use and withholding are displayed on this page. The
user can view and print these submitted returns.
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View and Print Filed Returns

Dispiayed are the returms that hawve been filed oy t
forward. From Nere you may view and per i

488 AN0 6% INFOrMETIoN, We SUSEEST you make Screen prints of the forny In the "view" mode. & future ennancement is plannsd
10 alfow the printing of DoIn e 4% 5nd 5% INfonMaton togetner

Returns Flled Available Actions
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* Within the Other Pay Options menu, you can complete the following transactions:
1. Make a Payment
2. Manage Payments
3. Payment history

File and Pay a Tax Return
The retismns that are required to be fiked By Tis DUSIn
£ withnolding tax type IS required Dased on the sk

re displayed Nere. Only One Tax FelUm foF Sach registered sales. Use
filing freguency.

¥ou may rake MUTTDIe PayTHents WITnin the Tiling period Dy USIng e "Other Pay OpHons' menu

Required Tax Returns Avallable Actions

» Fle and Pay SUVW
T Ty
~ Otner Pay Options

Adgditional Tax Returns

Choose “Additional RETLrNs" 1T the Perod you wish to file for s not displayed

Do ot sefect "AGHIIoNal RETLIMS” I0 amend & Dreviously flled return

Make a Payment

This page allows a user to make an additional electronic payment by having the user input the payment
amount by tax type and selecting the tax period the payment should apply to. Additionally, there is functionality
on the page that allows the user to print a payment voucher to pay by check.
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Make a Payment

Electronic Payment Awallable Actlons

» Fle and Pay SUW

Select the "Pay Now" button to make an additonal payment

Accelerated Fllers
~ Other Pay Cptions
Select the "Pay Now” button to make your prepayment. Wien you file your reconclilation

payment. you must flle the retsm reporting the total amount due for the perfod induding
TS SMOUNT Youl paid eariier

Payment Voucher

B PayT

Saymens History

IFyOU CRDoSE 10 not pay online, oick The "VouCher DUTION here. You will print & preddentfied
woucher for the period to send In with your paper check.

PayIng electronically EnsUTes your payment is recenved Dy the due date. if you opt 1o pay
online, do not print or Mall the voucner

Tax Type PEnod DAt Receven

If e filing period you would like to pay by cneck is not displayed ners. use the printanle 2015
Sales, Use and Withnolding Sayment Voucher (FOrm S094) o= . Complete the form, with your
DUSINESS NEME, SCCOUNT NUMDES. FEUm Period, and Tax(es) ¥ou Sre paying, and Send wir
payment 1o the address provided.




Manage Payments:

Manage Payments routes the user directly to the payment center site. The user has the ability to manage their
account, view and manage pending payments, and to view EFT payment history.

Leaving Michigan Treasury online

Warning

BT ¥OU COMTNUE. you will e Deing transferred to our
payment center, powered Dy 9. Morgan Chase.

YOU MUST sedect "CoNTinue” wWitni

time out and will not be routed to the payment center.
Once this Nappens, you will nave o select "Cancel™ and
Fe-enter your paymment Information

CAMCEL

ey THIS IS A TEST SITE

Powered by 1A M Transactions will NOT be m-

Privacy Help

CHASE o Mansgé Accounts Aad, Edic and Delete your accounts.

Pending Payments | View, Edit and Delete your pending payments.

Payment History | ViEW yOUr payment history,

Rel=a=e 13_70966 € 2002 - 2015 IPMorgan Chas= Bank, N.A. Srowser R=guirements



Payment History:

All sales, use and withholding payments (both check and EFT) received for the business are displayed on this

screen.
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Payment History

Displayed below are the payments received for tax years 2015 Sales, Use and Withholding Taxes only. Tax year payments for
prior tax years are not available at this site. Also, payments made for debts in Collections status are not viewable on this site

Available Actions

Payments
All Payments Past & Months » File and Pay SUW
W+ Other Pay Options
ACH debit December 18, 2015 $27,310.55 Make a Payment
ACH debit December 18, 2015 %$1,906.00 Manage Payments
ACH debit December 18, 2015 $571.00 I Payment History I

ACH debit December 18, 2015 $635,000.00
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VA Contact Us

If you have additional questions that were not answered using this Learning Series, please call the Michigan
Department of Treasury at 517-636-6925.

The MTO Business website is currently being revised to include updated information on MTO and the changes
to SUW that will begin in January. The website can be accessed here: www.michigan.gov/mtobusiness.




